DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION Pagde 1 of M—3225__
RECORDS RETENTION AND DISPOSAL SCHEDULE 9
Agency ‘ ' Division/Unit
TOWN OF SOMERSET ADMINISTRATION

Item Description Retention

No.

1. General Correspondence Screen annually and destroy
the material that is no longer

Original incoming letters, copies of outgoing letters, needed for current business.

memoranda, studies, reports, directives, policies and other Retain permanently any

materials related to Town administration. material that serves to
document the origin,
development and
accomplishments of the
office. Transfer periodically
to the Maryland State
Archives.

| 2. Personnel Files Reta@n fgr three years after

termination date, then

Personnel records for employees. Includes: medical records, destroy.

injury reports, disciplinary actions, commendations,

promotions, awards, leave records, etc.

> Minutes of Town Council Meetings g:rrgs?ce;;.y]t";agts:te;
Archives.

4. Minutes of Appointed Committees Retain for three years, then
destroy unless of historical
value. Retain historical
information permanently and
transfer periodically to State
Archives.

Schedule Approved by Department, Agency,

or Division Representéﬁiv .
.06 2000
£ £z

Date
Signature
Typed Name

Title

Date

Schedule Authorized by State Archivist

< Desall] stz

Thomas W. Carter

22 Nan 671
J

L
’ Signature ’Q""“[ c. / W/

CIerk-Treasurer
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.
M=225

Page 2 of 3

Agency Division/Unit
TOWN OF SOMERSET ADMINISTRATION
ltem Description Retention
No.
5. Deeds/Agreements Permanent. Transfer
periodically to the State
Deeds of property and agreements between the Town and Archives.
individuals/entities.
6. Annexations Permanent. Transfer
periodically to the State
Annexation Petitions with supporting and background Archives.
documents.
7. Deannexations
' Permanent. Transfer
Deannexation Petitions with supporting and background periodically to the State
documents Archives.
8. Legislation
Permanent. Transfer
Charter, charter amendments, ordinances, and resolutions periodically to the State
adopted by the Council with supporting and background Archives.
documents, if any.
9 Town Code and Amendments Per.mapent. Transfer
periodically to the State
The Code, with amendments, contains the current local laws Archives.
of the Town
10. Legal Opinions and Litigation'. Permanent. Transfer
. iodically to the Stat
Written opinions rendered by the Town Attorney at the iernﬁ- weally fo the State
N . ’ chives.
request of the Mayor and litigation cases involving the Town.
. Screen annually and
11.
Town Publications destroy the material that is
d
Town Journal, handbook, directories and various notices to oo loqger needed for .
th 4 al publi di historical purposes. Retain
e press and general public regarding current events. historical information
permanently and transfer
periodically to State
Archives.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. y_225

Page 3 of 3

Agency , Division/Unit

TOWN OF SOMERSET ADMINISTRATION
Item Description Retention
No.
12. Building Permits/ Permanent. Transfer

Plans for residents and Town facilities.

periodically to the State
Archives.

13. Requests for Quotations/
Invitations to Bid

This series contains the bid specifications, drawings,
advertisement and other associated documents.

Retain in office for five
years after contract
completion or until audit
requirements have been
met, then destroy.

Screen annually and

P .

14 Insurance (Property, Vehicle and Health)’
‘ : destroy material having no
Documentation and correspondence relating to insurance for | further legal,
property, vehicle and health coverage. administrative, fiscal or
R - : e operational value.
15.  Insurance (Workers’ Compensation) Retain until termination
. . o | plus three years, then
Workers’ Compensation Claims: contains incident reports, destroy.
correspondence, medical reports, invoices and medical ,
authorization forms. ‘
. 6“““‘*“‘”“-"#&4:,\.&,,' -
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»

' DEPARTMENT OF GENEKAL SER VICES
RDS INVENTORY
istructions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION AGENCY RECO
ich new or revised record series, forward with . 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE _L OF _ﬁ/
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
Record Series title 5. Earliest Year/Latest Year

General Correspondence 4 /9060 200 (&

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Original incoming letters, copies of outgoing letters, memoranda, studies, reports, directives, policies and othe
materials related to Town Administration. '

Record Series Format(s) 8. Record Series Sequence 9. Volume
7 . - ' File Drawer(s) [#
[¥] Letter Size [ Microfilm mlphabetical . ‘NQ%'«‘}{ : + Microfilm Reel(s) [
umber =
[] Legal Size [J Computer Tape (] Numerical ' Computer Tape(s) [
Other (specify) [
[[] Bound Book [[] Floppy Disk [] Chronological
10. Annual
] Audio Tape [] video Tape [ Geographical Accumulation File Drawer(s) [v”
[ Other (specify) [ Other (specify) 2 2 cutrec Microfilm Reel(s) [
Number éu)( Computer Tape(s) [
Other (specify) [
l. Fileis Used 12. File Becomes Inactive After
%ajly [OQWeekly  [Monthly . / O Months) 'mar(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Jyes . Bﬁ:

(If yes, specify agency or office)

Towsy Hall

5. Access Restrictions [Yes AN 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) PMNone  [JState  [JFederal  [Jindependent
i T b e m""""“"‘»«mm,
1. Isan Endex Systcm Used? (if yes; éxplain briefly and describe any 18. Recommended Retention
wdware/Software.) [Jves” Mo Screen annually and destroy the material that is no longe

needed for current business. Retain permanently any
material that serves to document the origin, developmen
| and accomplishments of the office. Transfer periodically
Brre L to the Maryland State Archives.

). Nami&ind: Tnle.of l?reparer T A 20. Telephone number 21. Date

Thomas W. Carter, Clerk-Tréasiirer ~301-657-3211 Ocloti 26, 200(
DGS 550-4 (Rev.1/93)

Nb""“”’ N




structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

«ch new or revised record series, forward with 7275 WATERLOO ROAD —
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE 4»1 OF _.i‘é
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records norinally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title
Personnel Files

5. Earliest Year/Latest Year

/ y5to;&_mb

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Personnel Files

Personnel records for employees. Includes: medical records, injury reports, disciplinary actions,
commendations, promotions, awards, leave records, etc.

Record Series Format(s)

[E/Letter Size O Microfilm

[J Legal Size ] Computer Tape
(] Bound Book [] Floppy Disk
[] Audio Tape [ Video Tape

[[] Other (specify)

8. Record Series Sequence 9. Volume
-0 File Drawer(s) [v/
[ Alphabetical 150 gu.rt Microfilm Reel(s) [
Number
[ Numerical Computer Tape(s) {
Other (specify) [
[] Chronological
10. Annual
[] Geographical Accumulation File Drawer(s) [&—
[ other (specify) 102 lu, R Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify)

l. File is Used 12. File Becomes Inactive After
[(JDaily M{eemy [ IMonthly _i_ [ Month(s) Béar(s)
, . Number
3. Current l}o’éation(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [COyes [N
. (If yes, specify agency or office)
Town Hall
5. Access Restrictions O Yes Lo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) None [Ostate [(JFederal [Independent

\

o fu.m“"‘,

1. Is an’Index System Used" af yes,{c)‘%ﬁn briefly and describe any

xrdware/software )

.Yes ¢

5 x.
@ A _.-...,-

i
a A,

i L g ;
o ate T Vi i

destroy.

18. Recommended Retention
Retain for three years after termination date, then

). Name and Title of Preparer

Thomias W. Carter, Clerk:Tréiliiret

20. Telephone number
301-657-3211

21. Date

Qti{sen. 26, 2006

T
[ e
L I
s




structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE_-Z oF A5
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Minutes of Town Council Meetings

5. Earliest Year/Latest Year

/0l _200C

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Minutes of Town Council Meetings, Agendas [Open and Closed Meetings].

Record Series Format(s)

8. Record Series Sequence

9. Volume

File Drawer(s) [/

E/Letter Size [JMicrofilm [[] Alphabetical (1NN 22 Microfilm Reel(s) [
Number
g/Legal Size [] Computer Tape ] Numerical Corr_lputer Tape(s) [
Other (specify) [
B/Bound Book  [] Floppy Disk MChronological
10. Annual
] Audio Tape [J Video Tape [J Geographical Accumulation File Drawer(s) b
[ Other (specify) [ Other (specify) . ‘ /- CA: -@{—. Microfilm Reel(s) [
Number Computer Tape(s) £
Other (specify) {
L. File is Used 12. File Becomes Inactive After
B{Daily [Jweekly  [JMonthly 5 [[] Month(s) [fear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? CYes 20
(If yes, specify agency or office)
7oy Holl
5. Access Restrictions [ Yes [g&% 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) ' B’ﬁfme Jstate [[JFederal [ndependent

opr 7!
e %

7. Is an Index System Used" (If yes, explam rieﬂy and describe any
Yo

1rdwarc/§0ftware )

DYes
\ : |

5 ;
:

5
1

l

18. Recommended Retention
Permanent. Transfer periodically to State Archives.

). Name and Title of Preparer .~ - = o
Thomas' W Carter Clerk—Treasur """

20. Telephone number
301-657-3211

21. Date

Cctoban 2L, 2000




DEPAKTMENT OF GENEKAL SEKVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

sstructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

pace_¥ ok /S~

Department/Agency
Town of Somerset

2. Division

Administration

3. Unit

EFINITION - RECORD SERIES - A group of related records normallLﬁled and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Minutes of Appointed Committees

5. Earliest Year/Latest Year

7122510 2096

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Minutes of Appointed Committees

Record Series Format(s)

[E/Letter Size

[J Microfilm

8. Record Series Sequence

[ Alphabetical

] Legal Size [J Computer Tape

[J Bound Book ] Floppy Disk
[J Audio Tape [ Video Tape

[J Other (specify)

] Numerical
&/Chronological
[C] Geographical

[ Other (specify-)

9. Volume
File Drawer(s)
4 _ew.FTi Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) b~
35 cu: £+, Microfilm Reel(s) [
Number ’ Computer Tape(s) [
Other (specify) [

R TN

b

L. File is Used 12. File Becomes Inactive After
D Daily D Weekly Mnthly Z D Month(s) max(s)
Number .
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Oves MNo
4 (If yes, specify agency or office)

Towr fall
5. Access Restrictions [ Yes 9,0 16. Audit Requirements

(If yes, cite Law(s) & Regulations(s)) ' MOne [state [JFederal [Independent

'DYes -.[DP(O

wdware/software.)

. Is an Index Systém’Used? (If yes, explain briefly and describe any

18. Recommended Retention

Retain for three years, then destroy unless of historical
value. Retain historical information permanently and
transfer periodically to State Archives.

). Name and Title of Preparer

Thomas W. Carter, _Clerkﬂfrggshrer

20. Telephone number

301-657-3211

21. Date

OZolbrr 26, zoo G




structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD —
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE __{ OF _/é
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title
Deeds/Agreements

5. Earliest Year/Latest Year

JLY o_2otle

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Deeds of property and agreements between the Town and individuals/entities.

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [s/
IB/Letter Size [JMicrofilm [] Alphabetical % ch tt, Microfilm Reel(s) [
Number
B/Legal Size [[] Computer Tape [J] Numerical Computer Tape(s) [
’ Other (specify) [
] Bound Book [C] Floppy Disk [] Chronologicat
10. Annual
[] Audio Tape [] Video Tape Meographical Accumulation File Drawer(s) [
[0 Other (specify) [ Other (specify) L 008 cu. st Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
|. File is Used 12. File Becomes Inactive After
[Daily Oweekly m)nthly -{ D Month(s) mar(s)
Number .
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes [E?o
(If yes, specify agency or office)
Toww Hall
3. Access Restrictions [JYes % 16. Audit Rgquirements
(If yes, cite Law(s) & Regulations(s)) one [Ostate [JFederal [Oindependent

It ST

1. Is an Index Sjstem Used?
wrdware/softwarg.) - Oes

)

(If yes, explaip briefly and describe any
é‘o .

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Name and Title of Preparer

20. Telephone number

301-657-3211

21. Date

Thomas W.-Carter, Clerk-Treasurer '

-,

Octiter 16, 2006




ructions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

1 new or revised record series, forward with 7275 WATERLOO ROAD
ord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE i OF l‘-{
Jepartment/Agency 2. Division 3. Unit
Town of Somerset Administration

FINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

lecord Series title

Annexations

5. Earliest Year/Latest Year

1749 o _200L

tecord Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Annexation Petitions with supporting and background documents.

tecord Series Format(s)

B/Letter Size [ IMicrofilm
Ml.egal Size [[J Computer Tape
[[] Bound Book [[] Floppy Disk
D Audio Tape

] video Tape

[ Other (specify)

File Drawer(s) m’
Microfilm Reel(s) [J
Computer Tape(s) [

Other (specify) O

8. Record Series Sequence 9. Volume
O Alphabetical 02 cu. g
Number
[[] Numerical
m/Chronological
10. Annual
O Geographlcal Accumulation

O Other (spec1fy)
Number

%* _:() o.olf e'u| &i

File Drawer(s) £
Microfilm Reel(s) O
Computer Tape(s) O

Other (specify) O

File is Used 12. File Becomes Inactive After
ClDaily  [JWeekly Ej{lxomhly { [ Month(s) -Béar(s)
Number L
Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Clyes ¥
(If yes, specify agency or office)
Toww Hall
Access Restrictions JYes [D?o 16. Audit Rgquirements
If yes, cite Law(s) & Regulations(s)) . one [Jstate [Federal [Oindependent

Is an Index System Used"’ (I yes explair briefly:and describe any
Ii '.No 3

DYCS ; >_ “ [

Iware/software, ) .
i

§

e

18. Recommended Retention

i
o
s

Permanent. Transfer periodically to the State Archives.

Name and Titlg of Preparer

"homas W gCi‘itef, Clerk-Freasurer | ..

20. :Telephone number 21. Date

g 301-657-3211

Oclotec Rb, o6

BT e e ~




structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ch new or revised record series, forward with 7275 WATERLOO ROAD —
:cord Retention Schedule (DGS 550-1) PO BOX 275 :
JESSUP, MARYLAND 20794 pace_7_or /S
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title
Deannexations

5. Earliest Year/Latest Year

/Q&mﬁg 8

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Deannexations Petitions with supporting and background documents.

Record Series Format(s)

E’ Letter Size
megal Size

[C] Bound Book

[IMicrofilm

[} Computer Tape
[(] Floppy Disk
[J AudioTape  [] Video Tape

[ other (specify)

8. Record Series Sequence
[J Alphabetical
[J Numerical
Q’é‘lmno]ogical

[0 Geographical

[] Other (specify)

9. Volume
44 File Drawer(s)
J—ﬁ— L * Microfilm Reel(s) C
Number
Comiputer Tape(s) [
Other (specify) [
10. Annual
Accumulation " File Drawer(s) [S/

008 &‘M £4, Microfilm Reel(s) [

Number Computer Tape(s) [
Other (specify) [

. File is Used 12. File Becomes Inactive After
[JDaily  [JWeekly [Affonthly _i__ ] Month(s) Hearts)
Number
. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [ JYes o
, ' (If yes, specify agency or office)
Toww Aell
.. Access Restrictions [JYes E{Qof 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) Mone [CIstate [ JFederal [Jndependent
é.-,m S N —
". Is an Index Systempsed" (If yes, exp1a1 neﬂy and describe any 18. Recommended Retention
wdware/softwarc) T Permanent. Transfer periodically to the State Archives.
! ’ i
i iy :’
? M
). Name and ilecof Prepare{ 20 Telephone number 21. Date

301-657-3211

Ao, 200¢




istructions - Type or Print a separate form for
ich new or revised record series, forward with

DEPARTMENT OF GENERAL SERVICEYS
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE _Q(_ OF _LS
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title
Legislation

5. Earliest Year/Latest Year
/2/2 1o 2006

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Charter, charter amendments, ordinances and resolutions adopted by the Council with supporting and

background documents, if any.

Record Series Format(s)

m’ﬁtter Size [IMicrofilm

0O Legal Size O Compﬁicr Tape
[j Boﬁnd éook D Floppy Disk
[] Audio Tape [] Video Tape

[[] Other (specify)

8. Record Serieé Sequence
[] Alphabetical

D Numencal

| @%hronological
L] Geographical

[] Other (specify)

9. Volume ,
File Drawer(s) [+
1e0Y cu St Microfilm Reel(s) [
- Number . S
poe Computer Tape(s)
Other (specify) [
10. Annual
| Accumulation_ _File Drawer(s) v

Microfilm Reel(s) [
Computer Tape(s) [
Other (specify) [

2 0/ em s

Number

l. File is Used 12. File Becomes Inactive After
D Daﬁy A Eﬁeekly DMon’th]y o / E] Month(s) Eﬁar(s) S _
- Number - . " - .
3 Currem Locauon(s) (Bldg., Floor, Room) 14 Is Record ‘Seties Duphcated Elsewhere? COYes B‘l( .
(If yes, spemfy agency or ofﬁce) ,
7540/1/ Ha //
V. .
5. Access Restrictions CYes 2% 16. Audit Betuirements
(f yes, cite Law(s) & Regulations(s)) one [Jstate [CJFederal [Independent

T

i

1. Is an Index System Used? (If yes, expl
wdware/software.) DYes B?:r‘

2 b s
Vg

vl
} ok @3 W

fly and describe any

&

18. Recommended Retention
Permanent. Transfer periodically to the State Archives.

). Name anﬁ‘iﬂe'otPreparer VYR
Thomas W. Carter Clervareasurer

0. Telephone number

301-657-3211

T oman,

21. Date

Octoter 26 20v¢




structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT OF GENEKRAL SERVICES -

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

-

AGENCY RECORDS INVENTORY

PAGE _Z OF L‘_(

Department/Agency
Town of Somerset

2. Division

Administration

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Town Code and Amendments

5. Earliest Year/Latest Year

/A9 o 2006

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

The Code, with amendments, contains the current local laws of the Town.

Record Series Format(s) 8. Record Series Sequence 9. Volume
Z File Drawer(s) [ v~
m/better Size O Microfilm [0] Alphabetical N’ gb oW, 4"" Microfilm Reel(s) [
umber
[ Legal Size [ Computer Tape [[] Numerical Computer Tape(s) [
Other (specify) [
(] Bound Book ] Floppy Disk [[] Chronological
10. Annual
[J Audio Tape [] Video Tape [C] Geographical Accumulation File Drawer(s) i/
[C] Other (specify) » B/’ther (Speley) S f) £ c;’f" i o/ 9 eu., -P'\' Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
1. Fileis Used 12. File Becomes Inactive After
E{aily [OWeekly  [JMonthly 5 [J Month(s) mms)

Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [CJYes o
(If yes, specify agency or office)
Jowrn fHa //
5. Access Restrictions [Yes IQNB 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) None [Jstate [CJFederat [Jndependent

irdware/software.) DYes

v

v it e,

1;

7. Is an Index System Used?..(If yes, e:%@;?@rieﬂy and describe any
0

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Namc and-Title of Preparer

Thomas W. Carter, Clerk-T;easurer

20. Telephone number
301-657-3211

21. Date

O liler 267, 200 &

!‘ o

e




-

structions - Type or Print a separate form for

DEPAKTMENT OF GENEKAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD —
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE _/ﬁ OF _/_'>
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Legal Opinions and Litigation.

5. Earliest Year/Latest Year

/ﬂto_lﬂﬂé

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Written opinions rendered by the Town Attorney at the request of the mayor and litigations cases involving the

Town.

Record Series Format(s)

lg’fetter Size

[] Legal Size

[ Microfilm
] Computer Tape

] Floppy Disk

[ video Tape

] Bound Book
[ Audio Tape

[J Other (specify)

8. Record Series Sequence

] Alphabetical

[] Numerical

E/Chronological

[] Geographical

¥ Other (specify) _S U D S & T

9. Volume
File Drawer(s) [«
172 cu.prs Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [\/
, L /'y U +1- Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

l. File is Used 12. File Becomes Inactive After
Opaity  [JWeekly Bﬂonmly / [ Month(s) B(ear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes mﬂ'o
(If yes, specify agency or office)
Towr Hall
5. Access Restrictions [ Yes = 16. Audit Rgquirements
(If yes, cite Law(s) & Regulations(s)) Eﬁle [Ostate [[JFederal [[Jndependent

i

7. Is an Index System Used? (If yes, explam bneﬂy and describe any

udware/software )

DYes E}N'o

v

y

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Name an,d Trtle of Preparer i S
Thomas W. Carter Clerk-Treasurerw

20. Telephone number

301-657-3211

21. Date

Octotle 20, 1006




DEPAKTMENT OF GENEKAL SERVICES
V|

istructions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275 -~

JESSUP, MARYLAND 20794 PAGE _// oF /S

Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title
Town Publications

5. Earliest Year/Latest Year

) i20 w_2o0¢

events.

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Town Journal, handbook, directories and various notices to the press and general public regarding current

e
5 w .

)

Record Series Format(s) 8. Record Series Sequence 9. Volume 7
File Drawer(s) [
E/Lctter Size [JMicrofilm [] Alphabetical __LL_QA ’ ff' Microfilm Reel(s) £
Number
(Z’Legal Size ] Computer Tape [(] Numerical Computer Tape(s) [
Other (specify) [
gBound Book  [] Floppy Disk mhronological
. 10. Annual
[] Audio Tape [[] Video Tape [] Geographical Accumulation File Drawer(s) [~
[ Other (specify) [J other (specify) . / L ey 4 Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
L. File is Used 12. File Becomes Inactive After
lﬁaﬂy [JWeekly  [JMonthly / 1 Month(s) E(ear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [es IQ-%
ﬁ) wn/ /'/Q / / (If yes, specify agency or office)
5. Access Restrictions  [] Yes @ 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [ %ne [Jstate [JFederal [Independent

7. Is an Index System Used? (If yes, explaif,briefly and describe any
udware/software ) DYes [ R

J

3
,‘,__.. !

T ‘ A

18. Recommended Retention

Screen annually and destroy the material that is no longe
needed for historical purposes. Retain historical
information permanently and transfer periodically to
State Archives.

). Name and Title of Preparer - .. 75'[i20. Telephone number
Thomas W. Carter, Clerk-Treasurer ‘

301-657-3211

21. Date

Octotle. 26, woe




structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /& OF _Q/

Department/Agency
Town of Somerset

2. Division

Administration

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Building Permits

5. Earliest Year/Latest Year

/mm_Z_ﬂ_aQ

Plans for residents and Town facilities.

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Record Series Format(s)

Metter Size [(IMicrofilm

[] Legal Size [[] Computer Tape
[] BoundBook  [] Floppy Disk
[ Audio ’I“ape [] video Tape

m/Other (specify) ﬁ[ﬁ l. 2 &I'\/ 7L$'
and /3’@1/[//4/} Plaws

8. Record Series Sequence

7] Alphabetical
[[] Numerical
D Chronological
Q/Geographical

(=] Other (specify)

9. Volume
L File Drawer(s) §/
-2-/1 ch.- ‘F 1 Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [\/
i 7 Cu ‘C.{-‘ Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

|. File is Used

Aty [Monthly

Oweek y

12. File Becomes Inactive After

/ D Month(s)

Number

[Bear(s)

srmpagan lemte et
4

3

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? ~ [JYes G
(If yes, specify agency or office)
Town Hall
3. Access Restrictions [ Yes 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) one [state [JFederal [CIndependent

DYes @#ﬁ

wrdware/software. )2

M e igmagrant

7. Is an Index System Used? (If yes, explam bneﬂy and descnbe any

S

18. Recommended Retention
Permanent. Transfer periodically to the State Archives.

). Name and Title of Preparer

Thomas W. Carter Clerk-Treasurer

20. _Telephone number

301-657-3211

21. Date

(Cxctebe 26 2006

-




structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT OF GENERAL SERVICED
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

PAGE L_\gOF_/_s_/

Department/Agency
Town of Somerset

2. Division

Administration

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Requests for Quotations/Invitations to Bid

5. Earliest Year/Latest Year

/72 o 2006

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

This series contains the bid specifications, drawings, advertisements and other associated documents.

Record Series Format(s)

lz/Letter Size [C]Microfilm

[] Legal Size [[] Computer Tape
[[] Bound Book  [T] Floppy Disk
[J Audio Tape [ video Tape

[ Other (specify)

8. Record Series Sequence
[] Alphabetical
] Numerical
[t] Chronological

[J Geographical

[ other (specify) L udire ef

9. Volume
4+ File Drawer(s) [\/
—'—M cat " Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify)
10. Annual ’
Accumulation File Drawer(s) [\/
O 5 Cu s C‘,’n Microfilm Reel(s) [
v Number Computer Tape(s) [
Other (specify) [

1. File is Used

[JDaily ml{onthly

[OJweekly

12. File Becomes Inactive After

__L D Month(s)

Number

Mr(s)

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Cyes Eﬂ(o
(f yes, specify agency or office)
owrs Hell
5. Access Restrictions [ves A% 16. Audit Rgquirements
(If yes, cite Law(s) & Regulations(s)) [Q{:;e [Jstate [JFederal [Independent

T

1. Is an Index .Systein Usc’a" (I.f yes,

wdware/software.) * " []Yes o

A‘d
B B
P

ii o -

v
a

_'e)%gijbrieﬂy and describe any

K

Iy

3

18. Recommended Retention
Retain in office for five years after contract completion
or until audit requirements have been met, then destroy.

" ). Name and Title of Preparer
Thomas W

..Carter, Clerk;Tlféééqtgr. .

1. 29 Telephone number
> 301-657-3211

)

21. Date

Octen

Z6, 2000

[




|

-

structions - Type or Print a separate form for

DEPAKTMENT OF GENEKAL SERVICED
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE ZZ OF _/_f
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title -

Insurance (Property, Vehicle and Health)

5. Earliest Year/Latest Year

/58 02 ¢

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Documentation and correspondence relating to insurance for property, vehicles and health coverage.

Record Series Format(s)

E’ﬁtter Size [JMicrofilm

[ Legal Size [J Computer Tape
(] Bound Book (] Floppy Disk
[} Audio Tape [ video Tape

[J Other (specify)

8. Record Series Sequence
(] Alphabetical
[] Numerical
[Q/Chronologica]
[ Geographical

] Other (specify)

9. Volume
File Drawer(s) L/~
~Z et pioim Reel(s) [
Number
: Computer Tape(s) [
Other (specify)
10. Annual
| Accumulation File Drawer(s) [;/
Y eun 4,,'.' Microfilm Reel(s) [
aD* t
Number Computer Tape(s) [

Other (specify) [

L. File is Used

12. File Becomes Inactive After

[E(ear(S)

[IDaily Béekly [CMonthly / [ Month(s)
' Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? ~ []Yes il
(If yes, specify agency or office)
Jowrr Hall
i p
5. Access Restrictions [ Yes Eﬁo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) None [Ostate [JFederal [Independent

e

______

7. Is an Index System Used? (lf yes, c;%? briefly and describe any -
; o

u'dware/software ) - DYes .
\ K

3
.
h
-
J

i

18. Recommended Retention
Screen annually and destroy material having no further
legal, administrative, fiscal or operational value.

). Name and Title of Preparer

" 20. Telephone number
Thomas W Carter, Clerk-Treasurer ’

301-657-3211

2]. Date

10/26/06

B
4
3 H
B e




-

structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVIUES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD — {
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE Lj_ OF __/_
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Record Series title

Insurance (Workers' Compensation)

5. Earliest Year/Latest Year

/729w 20D

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Workers' compensation Claims: contains incident reports, correspondence, medical reports, invoices and

medical authorization forms.

See attached list of files.

Record Series Format(s)

Q/Letter Size

[] Legal Size

[JMicrofilm
[[] Computer Tape

[] Floppy Disk

[] Video Tape

[[] Bound Book

[ Audio Tape

[[] Other (specify)

8. Record Series Sequence
[7] Alphabetical
(] Numerical
[?éhrono]ogical
] Geographical

[] Other (specify)

9. Volume
File Drawer(s) [v~
_'_‘iQ cu. ‘F"" Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [/
, D [L, 'F,,'.‘ Microfilm Reel(s) {
cu-I
Number Computer Tape(s) [

Other (specify) [

1. File is Used 12. File Becomes Inactive After
[OOpaily  [JWeekly &(mxhly S [ Month(s) %MS)

Number

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes DNo
(If yes, specify agency or office)

oW Hal/
5. Access Restrictions [ Yes []N,o 16. Audit Requirements
(I yes, cite Law(s) & Regulations(s)) DA&"" [Cstate [JFederal [Independent

1. Is 4h lndex System Used? (If yes, e)%:?brieﬂy and describe any
\

lrdware/software )
‘(

DYes

A
H

%

3

18. Recommended Retention
Retain until termination plus three years, then destroy.

). Name and Title of Preparer

Thomas W Carter, Clerk-Treasurer

vt
e

20. Telephone number
301-657-3211

21. Date

Odeten 26, 2056




